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' proaraif de«'ian€d to assist guidance staff in 
worR:ni with Sav=Lio eleffieTi*-!»rv school studer.^^^s, particularly boarding 
school studer-^s, presented -^hi? booklet with emfhasis directed 
"toward -Keetir.q both individual and aroup needs in the areas of home 
living, Ftudent activitie«>, and coun"5€linq- The first section gives 
lu separa-^e fu'ictions of s^ude'^t guidance (develop a positive 
self-ima:ie, protpote a safe^ Dleassn-*- environment, provide 
career/vocational awareness excerience, etc) and lists the elements 
inhere?.*- in each function, "^he section cn home liviisg discusses such 
topics as dormitory a dminis*'rat? cn and operation, in-service staff 
trainina, personal development of students, and parental and 
community involvement, .linimum s-^-andards for the boarding school are 
outlined, includino those for furniture, equipment, and desirable 
qualities for sleeping quarters^ livinq rooms, rumpus ar«as, and 
titchens. The section on student- activities seeks tc develop an 
mderstanding of the functicns of a student activities program and to 
indicate ways of concentra*ina and coordinating effcrts. It discusses 
■^he operational philosophy of such programs and suggests total school 
cooperation in such activities as clubs, student government, 
intra -mural activities, trips, arts and crafts, and sccial 
nctivities. The final sections discuss counseling responsibilities 
and techniques, exceptional children, student rights and 
responsibilities, suggested quldance activities, and elements of 
evaluatiun, CDS) 
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This program is to ho followed by guidance 
Htaff members in working with Navajo elemen-- 
tary school students* These students have 
individual and group needs which can be met 
and aided throuRl* the use of this program. 
The purpost^ of this document is to provide 
a guide I'or implementing a program that meets 
these ?a*eds in the areas of homeliving> 
student activities and counseling* 
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Functions of Student Guidance 



Develop a positive self-image. 

Pronoto a vsafe, pleasait environn^nt. 

Provice social » leisure, and recreational 
activities for personal and social develop- 
nitant . 

Teach and prornote respotisible decision making. 

EjncouraF><? multi -cultural awareness and respect. 

Provide physical and i^iental health education 
cjnd care. 

Provide career /wcaticnal awaraiess experience. 

Provide assessment, evaluation and placeinent 
of students. 

Maintain appropriate records. 

Involve parents and coinnunity inenfcers in 
school programs. 

Encourage caranunication in Qiglish, 

Manage tine, money, and Oi.her resources. 

Recognize and take appropriate action concern- 
ing personal and social problems. 

Coordinate and secure the cooperation and ser- 
vices of the academic department » food services^ 
IiiS» Facility Management, Tribal Agencies, and"' 
other agencies. 

%^ 2 



Function 1 - Develop a positive self-image. 

Elements : 

A. Character development. 

1. Values 

a. honesty 

b. dependability 

c. moral obligations 

d. beliefs 

2. Self control 

a. responsibility for one's cwn actions 

b. accepting authority (rules/regialatims 
and staff) 

Self acceptance. 

C. Self confidaice and ability to handle every- 
day challenges and problenis. 

D. Ihe understanding of one's own potential. 

E. A sense of belonging to the gro\:p. 

F. A contributing manber of the school. 
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Bine t ion 11 - T\xmn:v a ha(y , pLeasnnc onv i rotim&nt. 

A, CUviri -flid frvo of haiiarcLs. 

H. AJoqvuet* heating, vt^iL i iaricn. coolinf;* md 



c. 


.\ I ; r; ic I i Vf i iecorat i ons . 


!). 


Cnrpe t irii'; an>.i at t rac t i ve , s i' iir^lv fiirn i txxTQ . 


K. 


PI van. c 1 .iinlscap inr, . 


i". 


Avloqvi.ivC , safe n»creai ianal eqiiij^CTient and 




Tacilitios. 


i 


a) in - lYovide social, leisure, aid rec- 




reational activities for personal 




;ind social ticvolopnioit . 




A. 


Appr opr i ate behavior . 


H. 


N'catncss and cleanliness. 


C. 


MatiKil respect. 


D- 


Sporcsmanship and fair play. 


E. 


Involvetnent in school activities. 


F. 


Willingness to coipete. 


C. 


Acceptable social interaction. 


H, 


Leadership and citizenship responsibilities. 
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I'\fi\ctuin IV - Teach and promote responsible 
d ecision making, 

A> Respi-insihle inwlvemenc and participation 
in student gov'emnient. 

R. Ibderstanding of student responsibilities 
and rif^hcs. 

C> Ibderstonds rights of staff and other 
students . 

D. Cost awareness of equipment, property, 

supplies, food and time (personnel service). 

K. Ihcbrstimding of act ions /dec is ions and 
their consequences. 

F. Recognition of alternatives /opt ions. 

G. Ihderstanding property rights. 

Function V - Qicourage milti-cultural awarcaiess 
and respect. 

Elements : 

A. Appreciation of one's am heritage. 

B. Recognition of siimlarities and differences 
among cultures. 

C. Sharir^ of cultural ideas. 

D. Relating to other cultures in positive 
wavs . 

E. Dealing with culture shodc and conflict ♦ 
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Function VI - Provide physical and mental health 
education and careT ' 

Elements : 

A. Physical Fitness, 

B. Positive Attitude. 

C. Personal hygiene. 

D. Good groondt^. * 

E. Positi\)e attitude towards hman sexuality 
and family life. 

Function VII - Provide career/vocational awareness 
experiences . 

Elenents : 

A. Ejqjerience personal satisfaction for a job 
well done, 

B. Application of sdiool learning to life 
situations. 

C. Positive attitu&e towards work. 

D. Interest /abilities assessments. 

n. Exploration of different occupations. 

F. Exploration of training requirements for 
different oca4)ations. 

G. Skills in getting a job/position. 
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Function VIII - Provide ass^ssinent, evaluation and 

plac^nent of students > 

Elements : 

A. Screening process. 

B. Assessment process. 

C. Objective interpretations of student data. 

D. Referral process. 

E. Appropriate placement of students. 

F. Follow-up procedures. 

PunctiOTi DC - Ma intain appropriate records. 
Elemeaits : 

A. Security of records. 

B. Appropriateness of records. 

C. Confident\jality of reconls. 

D. Review/purging of records. 

E. Records custodian. 

F. Access/restrictions to records. 
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Function >t - Involve parents and connmity menfcers 
in school prograns. 

Eltaments ; 

A. Parent conferences. 

B. Parental counseling and hone visits. 

C. ^ Public relations - information to Chapter 

ntietings, etc, liaison with local school, 
IfiS and other agencies. 

D. Stutient recruitment snd school placement. 

E. Resource people. 

F. Conmnity sponsored activities and special v 
events . 



Functi(>n .KI - Ehcoura^,e ccfnmnication in Ehglish. 
Elerients : 

x\, En^^Ush as the everyday language except in 
stress situations. 

R. Reading and study areas with adequate 
lighting. 

C. Books and ragazines in the dormitory. 

D. Television and audio/visual programs. 



Function XII - Mana];^ tiine, money and ot^ier 
resources. 

Elements : ■ 

A. Budgeting tine for sdiool work, recreation, 
and personal chores. . * 

B. Use of money - value,, saving, budgeting, 
banking. I . 

• * ■• '* 

C. Proper use and care of facilities, eqiaip- 

ment » sullies .and materials . 
I 'a ® ' 
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Flmcticn XIH - Recognize md take appropriate 

action^ cooceining personal and 
social problems. 

Elements : 
'A. Codes of conduct. 

B. Crisis plans /procedures 

, Fire* - disturbances - illness - AWDLs 
-•epidanics - pamr failure - Intruders 
- intoxication - accidents - suicide 
attempts - OD's - abused childresn. 

C. Crisis counseling. 

b. First aid procedxires. 

Fxmction XVJ - Coordinate and secure the coopera- 
tion and services of the aca<tolc ~~ 
department, food services. 
Facility Management w-l^ibal Agencies, 
and other agencies. ^ * 

Elenients : 

A. Teatt approach to student services. 

B. Free exchange of non-confidential informa- 
tion. 

C. Cooperative use of facilities. 

D. Coordinated programs to avoid di:^licating 
services » . 

E. Consul tant/resource people for training. 
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PRQqiA.M SUPERVISE/ LN- SERVICE TRAINING 



Hcjrnelivin.p; 



Health and safoty 

Domitory operations 

Dorm Adniniscration 

Personal care 

Cormunity In\A:>lvcanent 

Social Development 

Student Rights, and 
Respcns i hi Itties 

IMS Coordination 



Student Act i\d ties 



Student Government 
Recreation 
Intra-iaxrals 
Banking Operations 
Student Enterprises 
Field Trips 
Transportation 
ConmLinity Activities 
Sunnier Programs 
Inter-school Activities 
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Counseling 



Individual Counseling 

Group Counseling 

Student Rights and 
Respcmsibilities 

Testing 

Records 

Public Law 94-142 
Student Placement 
Career Counseling 
Consultants 
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a.'IEa!CE ORCaKIZATIOM CHART 



SupcrvivSory 
Guidance Cotmselor 
GS-9 



I Principal I 



T 



Supervisory Education 
Technic uin GS-6 



[ 



Education Aids 
(Dormitory) GS-3/4 



Recreation Aids 
GS-3/4 
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SMALL SCHOOL 



Guidance Counselor 
GS-9 



Note: Guidance Counselor 
positidns only in schools 
with more than fifty 7th 
and 8tb grade students. 



Gum^^cE mmiZATim chart 



- URGE SCHOOL 



Principal 



I 



Supervisory Guidance Counselor 
GS - 11 



Si:5>ervisory 
Recreation Specialist] 
GS-9 



Recreation 
^ Specialist 
GS-5/7/9 
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tion Aids 



Si^ervisory 
Guidance Counselor 
GS-9 



Guidance Counselor 
GS-9 



Si4)ervisory Education 
Technician GS-6 



Clerk-typist 
GS-3 



I Education Aids (Donaitory) 
GS-3/4 



IT 



SaPERVIS(»Y GUimNCE CXXJN^LOR GS-9 



X 



tNOiVtaUH coutis. 
CRISIS cowneiiNG 

GUIDANCE ICiSOMS 
SOCIAL OE¥€I.OH«€»IT 
ACTIflTICS 

TESTING 

RtSPOHSISIllTies 



iNVENronies 

LCSSOWACTIVITY 
CMCW OUT 



CtJWUHlTY 

UH.S. 
PARENTS 

SOCIAL SEftVICfS 
HOHC VISITS 

Resouftccs 

ALL SCHOOL i)EPTS. 



mm m^km 

lNTefif.ST SUR«YS 
APTITUOS SURVEYS 
FIELD TRIPS 

AUDIO/VIWL MATCRIALS 

CAaE«Ao:ATIOHAL 
AHASlHeSS 

GROUP &UIOANCI 



PERSONAL CA RE 



CROOMtti: 
ClCAWtlHESS 
CLUTHIHC 

HEALTH CARE OF ALL 

CHILOaCH 
SUHRIflSIOII OF 

CHILORCtl 



AO H INlSTRATl Ojj^PCTAllJjjl 



TRAINING 

StHCOUllNS 
imt AND AfTEHoewc*: 
TOUHS Of DUTY 
fERFQRKANCC tmUAtlONS 
OORHITOilY ACTIVITIES 
SUPERVISE WPLOYEtS 

SMHER fmm 

OQIW COUNCa 

OOIM ItUtCS m RCSULATIOKS 



fUBLlC LAW 9^t^a 

cauNSELiss: 

STAFf 
PA«eilYS 

lEK CUWITTEE 
REC0W5 
ttUE PRCCESS 

AssesaiENi/'AAcaitw 




ACCOJitASILlTY or 

SIV&EIITS 
FIRE ORILtS 
SECURITY 
INS^TtONS 
HEALTH HCFERRALS 
tIMieRViCC TRAIMIH? 
HEALtM EOUCATl<M 
tfOMC (MO0IS 
fRCRfClltY liMlS 



SUPERVI9DRY EDUCATION TBCHNICIAN GS-6 



I 

Adminls u ra t icfn/Qperat lois 



Records 
Reports 

Time and Attendance 
X^rk Orders 
Supervise Einpolyees 
Inventories 
Ih-service Training 
Ifouse Keeping 
Laundry 

Request for Supplies 



Health and Safety 



Social Division 



Student Accountability 
Indian Health Service 
Referrals 
First Aid 

Care of ill children 
Fire drills 
Building Inspection 
facility Inspection 

Bnergencies 

(1) AWOL 

(2) Fire 

Bath Inspection 



Comseling (basic) 
^ferrals 

Student Rights and 
Responsibilities 

Guidance Lessons 

Parental/Conmunity 
Involvement 

Doimitory Activities 

Bersonal Care 

ftjme Visits 
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Child C-iro 



I 



H Of riTtOf' 
SOPt^^lSIOH Of 



EDUCATION AID ^(DORMITORY) GS- 3/4 



Z 



Guidance 



] [ 



z 



Recreation 



I 



3. 



Dormitory 
Maintaiance 



I 



] 



HOlSCKECPtlC 

SAFETY INStCTJON 
BUIUIIN B(k^0!> 



i 

Student 
Covvrnment 
Activity 



4t Funds 



Student 
Council 
Organizations 
Clubs 

Dorm Councils 
Class (iroup?^ 
Reprasentat 1 v€ 

Croups 
Student 

Leadership 



Cantt.*en 
Student 

Activities 

Funds 
Personal 

Funds 
Fund Raising 

Activities 



STUDENT ACTIVITIES 
Recreation Specialist 
Recreation Aide 
Banker 

Enterprise Manager 
Vehicle Operator 



^Retreat ional 
Activities 



Community 
Activities 



Socials 

Clubs 

Varsity 

Athletics 
Information 

Sources 
Arts & Crafts 
Movies 
Special 

Assemblies 
Sports 



Community 
Recreation 

Competitions 

Movies 

Pow^wows 

Chapter 
Activities 



X 



Field Trips 
and 

Other OutingvS 



Transportatioi 
Local 
Community 
Metropolitian 
Points of 
Interest 



g^IDA^E CgJNSELaR GS-9 (Junior Hi^h Program s) 
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Mf*»£ VISITS 
PI $«^-1't2 t£P 



T 



3UUft.iCl 
C«nuf WIS IS 

sroo£»ii cm 



AC*J£«IC 
CHI'ilS 

SELf C»>IC!PT 

t>fLf Uf»£anT*f,OIVJ 

SELF WlrCIPLINf 

»)fto^ nut'; 

ST«J0€F1 RIGHTS AND 
USSTONSIBimiE^ 

HIGH SCHtm 



lEllTR 

AChl£¥£H€NT 
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Ititroduct ion 



Ho?nolivin>i in conc^^rnvd with physical, social 
and porsonal developments The administration 
and operation of the doriuitory and tho supervision 
of pro^irains carried out by the students and 
dormitory personnel are included in the home- 
living area ol guidance* Activities are also 
provided to develop the student^ s self«»respect 
and self-conf idonce through an understanding of 
his own culture and other cultures to help hitn 
realize his full potential* 
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Domttorv Admin istrat Ion and Operation 

A* Administration is responsible fort 

Iw Administering the out^of-^school program. 
3% Scheduling staffs 

U Training enployees and Htud^nts in dormitory 
procedures* 

4^ General supervision of staff and students* 

5» Documentation concerning staff - students* 

ti* Organizing and maintaining records* 

7t Counseling program* 

H» Progran for handicapped students* 

Establishing standards and evaluating 

performance* 

Estai 1 isliinc andn^nforcing the rules of 
the scJiool • 

H* Dormitorv f^taff is responsible fort 

I* Supervising and caring for students* 
L\ Providing health care* 
^* Supervised care of handicapped students* 
Explaining and enforcing the rules of 
the school* ^ 
Motivating and encouraging staff and 
students to act in a responsible manner* 
b* Insuring the punctuality and accountability 

of students* 
7* Leisure activities in the dormitory* 
A. Continuing contact with parents* 
'^* Involvement of the homoliving staff in a 
continuous process of evaluation and follow* 
up to insure the success of the program* 
VK Providing a safe environment! 
a. Fire dri,lls* 
h* Work orders* 
c* Rt^port safety hazards* 
n* Helping students speak in English - 
ct^nmunicate in English. 
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K\ '^ud»>otorv coiK^i derations in planning the 

lionol i vin>» proaraD. 
I tHxoritir;*; the dornatoryt 
a% l-'ui let in boards* 
b» Pleasant living area* 
14^ Carv of clothing and hedding* 
1 Mtiintcnance of grounds* 
Ir* Orderinv;, !:>trihut ing^ and keeping 

inventories of supplios and equipment* 
IT* liousekeepin*** 

A* In-bervice training will be provided in the 
follovinc areas: 

1* Studvnt health care* 

2* Incentive Awards Progratn* 

\ . vPronot ion Program * 

Tint.* and Attendance Procedures ♦ 
5» Tours of Duty ♦ 

6* Energency Search and Rescue Plan* 

7* Teaching Techniques (AV, Lesson Plans)* 

vH* Psychology* 

0* Guidance Principals (Group and Individual 
Guidance TechniquesX 
10^ Child Growth and DevelopTnent • 
11* First Aid * 
12* Housekeeping Procedures, 
13* Vehicle Procedures, 
14t Safety Awareness * 

15* Student Rights^ Responsibilities and 
Records , 

It)* Performance standards and Job Descri|>tiott$ 
17* Privacy Act * 

18* PL 94-142 (Special Education) * 
19* Carear Education * 
20* PL 95-561 (HR-15)* 



3U Rccreational'Activities, 
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3U Adverse Actions* " / 

H. Rf source porsonm^l may^be utilized in meeting 
training nc^eds of staff, such as: 

Indian Health Service 
2» Club advisors. 

Safvtv Oificor. 

Police. 
5* PerfiOnnol Of fic 
6, School Board. "''^ 
?• Couiinunity Ltiadt>rs* 
• * Firt^ Oopartmont. 

education Personnel ♦ 

Continental Divide Training Center. 

Puidjince Personnel are requiried to provide 
l:ealth care as described in the IHS Manual . 

ii} Social Developrnent . 

^ If is the responsihijity of the guidance staff' 

t*'^ provide : or social development in the follow** 
in^a ar^sis: 

A* Individual and s>roup guidance activities: 

4 

U Guidance lessons* 

Individual conferences • 

On-the-spot infetructioYi * 
4* Parent-student conferences. 

H» Out-of -school activities: 

1. Organized field trips with objectives. 
¥ Leisure titnl* activities ♦ 

U Arts and crafts activiti^ss* 

Club activities^ 
i;* student government * 
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V» Personal Dovolopment of Students * 

It^ is the responsibility of tho^ guidance staff to 
provide instruction to students in personal care 
in the following areas: 

* A* Pec^onal hygiene and grooming t 

K Regular bath checks* 

2* Use of grooming aids* 

U Teeth brushed regularly* 

4^ Report in>> illness • 

lU Dros:^ and care of clothingt 

K Cloan clothes regularly* 

2« Care of shoes. 

i# Minor repair of clothes* 

4^ Appropriate storing of clothes* 

C» Student Relations^ 

1* Promote respect for students regardless 
of age* 

2* Promote activities that provide wholesome 
co*ed learning experiences • 

D* Housekeeping: 

1* Student details* 
2» Care of property and materials. 
U Encourage students to decorate their 
1 Iving area» 

Vt* Parental and Congnunitv Involveinent > 

It iii the responsibility of 'the guidance staff to . 
assiht and encourage parental and coinraunity involve- 

ment hyt 

A. Keeping parents Informed about the dormitory 
program^ 
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B, Reporting student progress/activitles/partlci-- 
pat ion/health to parents. 

Inviting parents to attend and participate in 
guidance functions and activities* 

Policy Guide for Student Check-out * 

Elementary students will not be allowed to check 
themselves out of school for any reason* Parents 
cannot grant this privilege to their minor 
children* Minor students may be checked out 
either by their parents or guardians or other 
adults designated on the check-out card by the 
parents or guardian. 

Policy Guide for Scheduling Tours of Duty . 

Principals are charged with the responsibility 
of reviewing all schedules and certifying that 
they meet program needs and applicable 
regulations* 

Irregular schedules which deviate from the 
provisions of the FPM» Chapter 610, must 
additionally be approved by the Agency School 
Superintendent* ^ 

t 

ilt is recommended that schedules change at 
Ueast once a year at semester break* and not 
more often than every four pay periods ♦ 
Night shift personnel who are Education Aides 
must be rotated with every schedule change » 

^Employees must be notified of a change on tour 
of duty two weeks prior to the effective date> 
commensurate with pay period Intervals. 
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Exceptions can be made for temporary > emergency 
coverage. For good program management , yearly 
schedule showing rotation of tours of duty is 
recommended* 

*Over a reasonable period of time^ all employees 
should be given the opportunity to work all time 
blocks. Rotation provides training and diversity 
in all aspects of the job. 

Any employees working under P,L» 95-^561 contracts 
will be required to work comparable tours of 
duty. 

IX. Policy Guide for Student Details , 

Elementary students tr^hould contribute a limited 
^mount of well-planned and well-directed labor 
((up to 2 hours per day) toward the maintenance 
^Hid operation of the school* Work details 
should not infringe upon class time or be used 
as punishment^ but at the j=;tudents' option, it 
may be used to regain privile&t^s, or work off 
demerits or earn merits. 
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Schcx^ 1 App 1 i o<-i t i m 

Sdxx)l Rntr.-mce (Hes'.istration) 

rk->miitor:>' Chock-cut 

Parental Ccs-^sent for Medical Services 

Parental Consent for School Field Trips 

Medical Inoculation fon^.s 

Student I'ithdrax.^al from School 

Daily Attendance Report , 

Student Roll Call 

Student Pass 

Student Runaway Information (iV>X>U 

Vamo Visit P^eport aiaison Report) 

tn-coming M^iil Record 

Patient Referral Notice 

riedication and Treatment 

Medical Notes 

Pharmacy Requisition 

Record of Inventory 

Health Inspection 

l^ekend check-out of Sick Child 

Night Report 

Fire Drill Report 

Monthly Fire and Safety Inspection 
Facility Managenent tek Order 
In-comtng/Out-going Laundry 
Laundry liivencory 
Svqjply Inventory 
Janitorial Si5)ply Request 
^ply Requisition (Gallup Supply) 
Open Market Requisition 
Food Request 

Transportation/Field Trip Request 
Vehicle Safety Inspection Report 
Tour of Duty Forms (Local and BF-314) 
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MINIMUM STANDARDS 



X» Every student living in a Federal boarding school Is 
entitled to sufficient space in a sleeping room for 
comtort^ for privacy^ lor storage of personal belongs 
ings, and tor study • The room shall have sufficient 
daylight and artificial light together with adequati^ 
ventilation and heat for comfort* 

A, Every student shall have a separate bed, either as 
a single bed or part of a double decker, and fifty 
(50) square feet of space in a room* 

TU Every bed shall be equiped vith the following: 

1* Good springs that do not sag» 



Cuards on the upper bunk and a ladder for climb- 
in^ into the upper bunk for primary students* 

V* A clean mattress that is sufficiently thick for 
comfort and which fits the springs. 

4, A mattress cover and mattress pad that are wash» 
ed ^.t least tx^ice a year* 

5* Tvo clean sheets that are in good repair* These 
are to be changed each week* (6 sheets for each 
IhuJ, Replace one set each year*) 

6* Rubber sheeting or^plastic mattress covers for 
special cases* 

7* Blankets that are clean and in good repair* 
These are to be washed at least once a school 
vear or any time that the blankets are moved 
from one student?s bed to another* (3 for each 
bed* Replace ^ blanket per bed each year*) 

a. A bedspreajd that will protect the bedding and 
will contribute to the attractiveness of the 
room* These are to be washed at least once a 
month* <2 bedspreads for each bed* Replace k 
bedspread each year*) 
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9. Casters or on the logs of the bed, 

c:, Everv,o.tua,MTC shall sU^op in special night garments 
such as pajan^a-i, night ^jox^s, or night shirt. These 
arv to ho changod at least once a week. (2 sets 
for oath child. One replacement each year.) 

I). Every student shall have adequate supplies to 
follow good health practices: 

1. A clean bath towel and wash cloth that are 
changed at least twice per week. (6 bach 
towels and 6 wash cloths per student. Replace 
2 of each yearly.) 

2. Paper hand towels and toilet paper available in 
the restrooin at all times, 

V. A new tooth brush at least twice- a year, to- 
gether with tooth paste/powder. 

• 4. A mild bath soap should be available as needed, 

E. Every student shall be provided with an individual, 
towel rack that is located in such a way that no 
towel touches a towel belonging to another student 
and where fresh air circulates. 

F. Every student shall be provided with adequate 
storage space for clothing and other personal 
belongings: 

1. An individual locking locker or lockable clothes 
closet equiifed with a rod (tniniimim of 18" of 
hanging space) so placed that all garments can 
hang straight and with sufficient coat hangers 
for all clothing. The locker should have a 
rointnaim shelf area of 6% square feet for each 

. child. Air holes shall be provided In the top 
and bottom of the door of the lacker to allow 
for ventilation. 
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2. A place should be provided for toothbrushes 
that will permit circulation of air. 

3* One fulUlongth mirror for every 30 students in 
addition to mirrors over each t^?ash basin^ 

4^ A place for the storage of suitcases that will 
be accessible to the student at all times or at 
designated times% Shelf space should be 
sufficient for the storage of one foot locker 
and one large suitcase for each student* A 
table on which suitcases can be opened should 
be provided. 

Every student 12 ^ars of age and over shall have 
an opportunity to read, study and write letters in 
his own room* Each student room shall have: 

1« A chair for each students 

2* A study table or desk with drawers for every 
student* May substitute a table that will seat 
four 4 

U Adequate lighting* 

Every sleeping room shall be attractive and 
coiaf or table: 

!♦ Adequate heat and ventilation provided so that 
sleeping areas may not be drafty nor over- 
heated* Windows should be provided with de* 
flectors when needed. 

2. Adequate light for all purposes (50 foot-candles 
on each desk for reading) ♦ A night light In the 
halls and In the washrooms. 

3. Draperies of some type for all windows* 

4* Carpeting should be provided throughout the 
living areas of the dormitory. 
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5^ Pictures where vail space will permit and small 
bulletin board for personal pictures or news- 
paper articles* 

6» Attractive and appropriate colors on wall and 
woodwork for various use areas throughout the 
dormitory* 

7^ Wastepaper basket for every four students. 

Every student shall have adequate cleaning equip- 
ment available for cleaning of sleeping rooms: 

1* A broom, dustpan, dust mop, and cleaning cloths 
to be used by students m adjoining rooms* 
(usually one set per eight students.) These are 
to be replaced each year* 

2* A closet containing a slop sink, broom racks, 
shelving, a trash can, and general cleaning 
supplies shall be provided on each floor of the 
dormitory or, when desirable, on each wing* 

3* An electric polisher and/or vacuum cleaner shall 
be available on each floor or wing* 

4. A linen closet on each floor or wing for the 
storage and repair of linens and blankets* 





honeliko living room for rest and loiHuro*-t line 
activities, and to a rur.pus or similar room for games 
or group raeetiTus* In iuilUings tliat house all age 
groups there should Je two or more living rooms equip* 
peti tor tht^ difterent a^e groups* Adequate playground 
areas and tacilitie.s hhall he available for recreation- 
al activities* 

A. Fvtrv living roorr. shall be adequately furnished as 
lolirvs: 

U ^\nntorta^le chairs, sofas, end tables, book- 
shelves, rraia^ine racks, etc* 

2t draper ie^ ot sortie type for all windows* 

^ or coverin*:^ that are attractive and will 
:::ake tiie roo::: r;oro comfortable* Carpeting is 
recommended* 

Adequate hcatlni: and ventilation for comfort 
in all seasons* 

5* Pictures, decorative mirrors, bright colors on 
walls and woodwork, and other ways of developing 
cheertul, attractive color schemes* 

6. Lamps placed so that good lighting is provided 
for reading* 

A supply of magazines and newspapers approprlAt* 

to the age of the student* 

«. A set of encyclopedias, dictionaries and a 

world atlas for each dormitory housing students 
of the Jr* High and High School levels* 

9* Books of interest to the students and within 
their reading ability shall be available* Thasai 
may be purchased for the dormitory or botrowad 
from the school library* ^ 
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10. A full-length mirror to aid with good grooming 
shall be placed either in the living room or In 
the hall. A place convenient to all students 
should he solected, 

11, Decorative living room clock. 

B. Every rumpus room shall be equiped Xv'th recre- 
ational equipment suitable for the ages of the 
students and with sufficient furniture for group 
meetings: (It separate rumpus room is not avail- 
i^inc^ a part of the living room should be equiped 
with the following.) 

1» Tables and chairs for games. 

2. Sutficient chairs for group meetings. 

i. A television set, radio and Ibmra movie projector 

4. A stereo record player with an appropriate 
supply of records. 

5. Games suitable for individuals and groups. 

6. Blocks, dolls, toy automobiles, etc., for 
younger children. 

7. Gymnasium pads for rough games. .(These to be 
used in special recreation space only*) 

8. Adequate heat, light and ventilation, 

9» A waxed wood flocr or a cement floor covered 
with asphalt or vinyl tile, linoleum or cirpet- 
Ing. 

10. Storage space where games and toys may be kept. 

11. A large bulletin board. - . 

12. A clock, pictures and other devices to make 
the room attractive. 
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III* Every student 12 yuars of age and over shall have 
access to a kitchenette where refreshments for 
parties ray be prepared and where groups of students 
may cook Lavorite loods* 

A* The kitchenette shall be adequately furnishedt 

1* An electrically operated hot plate built in 
the counter or an electric range if source of 
i4 metric ity porntits the use* 

A ret r iterator ♦ 

U A two-cornpartnent sink with drain boards and 
iraxrr taucet with hot and cold water. 

4* Built-in cupboards and drawers* 

3* F<1Klin4 taMes and cl^airs are desirable* 

6. TatT^il v*stzed cooking utensils* 

7 4 Large kettles for the preparation of hot- 
drinks* 

rt* Disposable dishes and tableware, napkins, 
and towels. 

9* A cleaning closet provided with the necessary 
equipments 

IV. Every student shall be provided with adequate 
facilities for the laundering and repairing of 
personal clothing* 

A. The laundry room should be arranged so that 
the maximum number of students can be 
accommodated ac one time: 

I* One washing machine for every 40 
students. 
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2. One automatic home- type dryer for 
ex'ery washing machine or one large 
coninercial dryer for every two washing 
machines. 

3. Electric iron and ironing board as 
needed for each dormitory. 

A. At least one table for folding of 

clothes shall be in each laundry room. 

Two sewing machines for each dormitory 
wing. 

Every student shall be provided with special 
care in case of illness* accident or routine 
preventative medical care. 

A. At least one isolation room in^ach 
dormitory. . (Minimum of two in coed 
dormitories). Each Isolation room 
should hiive: 

1. A bathroom equipped with toilet, 
washbowl, and bath tub. 

2. Electric outlets for heating pads, etc, 

3. Adequate lighting and heat with special 
attention given to ventilation* , 

A. Bedside table and chaJr for each bed. 

5. Clean tovrels and linens should be 
readily available and changed 
frequently. 



K* A locked and secure medication room will 
be provided for effective control of 
med I tuition and treatment* Where a separate 
room is not practical, medication must be 
hH^ked in a cabinet* 

\. Medication no longer used as prescribed 
* should be properly disposed of* 

2» Kach medication room/cabinet will be 
minimumly stocked with basic first aid 
supplies and equipment as recommended 
hy Indian Health Service ♦ 

Kvery student shall have mai^imum protection 
f rom f i re * 

A* All dormitory operations should meet the 
following standards: 

Fire drills will be conducted at least 
once a month. (Both daytime and night- 
time drills should be practiced). 

Required fire drill reports will be 
prepared and submitted to the Agency 
Safety Officer* 

An approved (Agency Safety Officer) 
fire evacuation chart should be posted 
and appropriate safety lessons will be 

conducted - 




In-service training for dormitory 
personnel should include (a) evacu- 
ation plans, (b) use of fire fighting 
equipment, (c) required Inspections^ 
and (d) fire drills and reporting \ 
procedures,* 

Panic hardware will be provided on all 
■outside exit doors. The purpose of 
panic hardware must not be defeated by 
improperly securing with chains, ropes 
brooms, chairs, etc," 
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STUDENT ACTIVITIES 

INTRODUCTION 
The Student Activities phase of the guidance 
program was created to provide active student 
involvement In a critical area of personal 
di^velopment * Participation in a variety of 
activities is helpful in preparing students to 
fulfill future re:Sponslbilitles to their 
community and country* A primary purpose of 
this section of the program is to develop an 
understanding of the functions of the Student 
Activities program and to Indicate ways of 
concentrating and coordinating efforts* 
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Student activities is a coordinated, comprehensive 
program of leisure and learning activities aimed %t 
producing a well-balanced, socially operable individ- 
ual* The program is designed to meet Navajo students 
needs through involvement and participation in student 
activities. The activities used must be modified to 
fit the level, or maturity of the students involved. 

I* Program Administration 
A. Operational Philosophy 

1. Requires total school cooperation for: 

a. Clubs 

b. Student government 

c. Intra-mural activities 

d. Trips 

e. Arts and Crafts 
f« Social Activities 

2. The program is intergrated to relate to 
all school functions. 

3. A student activity program should prepare 
students to meet and deal with challenges 
to his self-esteem, group identify and his 
value system with confidence, 

A. It is the purpose of the student activities 
program to give Navajo students the oppor- 
tunities to earn success, and to view 
obstacles only as\ small, temporary road- 
blocks to be overcome or by-passed, not to 
be avoided for fea^r of failure. 

5. A student activity program will Include: 

a. Intra-murals designed not just for winning, 
but for learning, jgive and take, group 
effort, and individual courage to 
continue despite the odds. 
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b* Crafts and indoor activities designed to 
give every student an opportunity t6 sue* 
ceed in his chosen task»» 

6^ Efforts need to be made to insure that all 
students experience success on their own 
leveU Younger students need a full program 
as much as older students* 

Every student should be provided with an 
activity or play situation which he can 
master and for which he can be praised* 

8* Student activities need to play a part in . 
teaching the student how to make decisions 
through the use of experiences x^^hich broaden 
the choices available* It is important that 
the student be able to choose not to partic* 
ipate if he wants* 

9* The activity program shares with homeliving . 
and counseling services in the very import- 
ant task of showing the student how tp use 
his newly found and growing ability to make 
decisions about his life* Also^ students 
should accept responsibility for decisions 
they make* 

10* Student enterprises should be designed to 
irieet ithe needs of students^ not primarily 
to earn money. 

11^ Student activities should be designed to 
foster a reasonable level of physical f it- 
*ness and to be success-oriented in structure 

li. The student activity program should foster, 
and encourage student use of situational and 

. . . fAinJtt.loiial^En^ki»h. 

13* Activities sh^mld foster positive parent- 
student-school relationships* 
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14. Student activities must work to improve and * 
encourage parental involvement in the educa- 
tion of their children, develop student pride 
in family and encourage and promote student 
respect for parental opinion and values. 

15. Student activities should be coordinated 
through regular guidance staff meetings. 

16. The student activity program needs to be 
assessed and evaluated periodically. 

17. A well organized system of supplies and 
equipment control will prevent loss, and 
insure proper distribution of supplies. 

B. Student Activity Operations 
1* Student Enterprises 

a. Student enterprise activities must have an 
approved plan of operation which designates? 

^ (1) Financial system to be used 

(2) Re-supply and inventory system 

(3) Degree of student participation 

(4) Machine maintenance and repair 

(5) Other related activities 

b. Fund raising activities must have the 
approval of the Principal and must be 
chartered by the Student Council and all 
funds are to be deposited in the school 
bank. 

c. All student organizations, including 
sponsorship progriuns, must keep htmp 
funds in the school bank. No outside 
commercial acdount should be used other 
than the account est abl lushed by the 
school bank, 
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Funds raised by organizations must be 
available to them when In the student 
bank; and may not be spent without the 
approval of the organisation that raised 
the funds ^ 

School Bank 

a* Banking schedule must meet the needs of 
the students and not necessarily the needs 
of the system* 

b. Bank plan of operation must follow Bureau 
guidelines (62 lAM-14 & 25 CFR 31*7). 

Student accounts should be balanced at 
the end of each banking day and weekly 
by the Banker and monthly by the 
Principal* 

d* Student funds accounts should always be 
In order for an unannounced audit. 

Sfudent Government 

a* The student council is the legal basis 
for all student operations ^ clubs » and 
organizations • 

b* Student council- operation must be based 
on maturity level of the students 

c* Robertas Rules of Order is recommended as 
the guide for all meeting operations « 

d. Student government should Involve as many 
students as possible* 

e* The student goverranent should be involved 
in the development of school rules in 
accordance with the Area Code of Student 
Rights and Responsibiilties^ and other 
Bureau regulations » procedures and guide- 
lines* 
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f. Authorizing th? operation of a canteen 
is a function of the student council. 

Student government should be student 
oriented, and not necessarily staff or 
school oriented. 

h. Membership in state and national council 
organizations is encouraged. 

School Trips 

a. Arrange transportation. Including the 

. inspection of vehicles to be used, and 
follow up on condition of vehicle after 
use. 

b. Make financial arrangements if necessary, 

c. Check to see that dormitory staff has 
submitted food requisition. 

d. Check to see that bus driver Has been 
assigned. 

e. See that vehicles are properly main- 
tained and monthly reports ate made. 

f . Reviews plans for school trips. 
Sports 

a. Competitive sports is vital to the 
total educational development of 
students and must be carried out In 
a wall-balanced manner. 
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Sports should be utilized to th^ utmost 
in developing school spirit which is 
necessary to the success of the school* 

Sports skill are to be learned as part 
of the physical education program and 
practiced in intra-mural and Inter-mural 
sports program* 

All schools are encouraged to strengthen 
thetr intra-mural (within the school) 
sports programs so that a maximum tiumber 
of students will have the opportunity 
to participate. 

Inter-school sports programs should be 
carried out on non^academic time when- 
ever reasonable* 

Schools are encoutSgea to participate In 
organi^ed sports leagues to enhance 

competitiveness and provide cons is-- 
tency and order* 

League participation should not conflict 
with established Buieau regulations and 
policies* 

League schedules should be presented to 
the School Superintendents for review; 
and schools under his/her supervision 
are subject to his/her decision as to 
whether the schedules comply with Bureau 
regulations and policies* 
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6. Social Activities 

a. Activities are to be based on level of 
maturity and Interest of students. 

b. Food supplies and materials are to be 
made available on time and in the 
appropriate place. 

Advertise all activities in advance to 
help promote student awareness and 
participation. 

d. Make special arrangements such as 
contracts and invitations and other 
arrangements that may be necessary to 
carry out an activity. 

7. Ke<iuisltions 

a. Recreational and sports equipment are 
to he requested /ordered by the student 
activity staff. 

b. Dormitories will request/order recre- 
ation supplies for internal use in 
coordination with the student activity 
department.' (For example: arts and 
crafts supplies* Indoor games, toys). 

8. Calendars 

The Recreation Specialist or his delegated 
rt-jpresenat Ive (s) i 

a. Records all activities on master 
calendars. 
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Prepares monthly/yearly calendar of 
all school events* 

Community Involvement and Activities 

a* Parent involvement in student-^orlented 

activities. 

h. Community movies. 

c* Social and competitive community 
events. 

d. Advisory board involvement in the 
on-going program. 
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C O U N S E L I N G 



INTRODUCTION 

Counsel inK piro^rar-s :T:ust hv designed to stress the 
total studi>nt development, where each student is 
cncouraxcd in an atmosphere of willingness and caring 
to reach jnaxitnum growth and mental potential. 

Counseling is not to be lindloJ to students who have 
difficulties and who are conscious of problems! it 
should include nil students as an aid to optimum 
development. Counseling is to be directed toward 
the total adjustrr.ent of the student. 

In addition to the counseling program outlined in 
this section, the nvn-supervising, Junior High 
counselor will be primarily responsible for career/ 
vocational counseling and high school placement and 
orientation* 
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^^'^Ple I^Uttos and Su^^^ stlonp trn the Counst>lny . 

A. Find a roorr. with adequate space for activities 
. ^ taat are ruwssary to involve the child in 
oounsolin^ sessions. The setting should be 
^loasinc and interesting to children. Adequate 
Hl,-s tor caso studies, tests and other counsel- 
' uivi natorials nust «-e provided. 

n. Got .uquaintf i vith school personnel. 

KstaJ lish resource contacts. * 

IK n.iper work rfc|uired: 

1. Hett-rral procedure with all forms necessary 
tor »;uiianco. 
-'-iitittir, tiiink; systejn. 
Kei'p a ^ jnsolinj^ log. 

Procedurt> to k.vep your supervisor Informed. 

K. Pro-vocatiu!ial and career awareness counseling. 

F. Ilevt vith teachers and aids to explain the 
^ounsflinc role vt the staff. 

(Jot acquainted vith as many students as possible. 

H. Moot with school board, chapter, and coinmunity 
to explain counseling program. 

. 1. Kstahlish a procedure for visiting homes. 

J. Arrange for testing and evaluation procedures. 

K. staff s-eetia^ botwcon department representatives. 

t. Group roun.i*'l in^ sessions. 

^* Individual lounseling sessions. 

N. Infortiial obserjvat ions. 

O. Arrange Consultations. ' ' ' 
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0* i»ayu*r int*or:*;at io;; lor student reports. 

Uiv/lop and provUlv i lontwd ^uManco program* 

PI t'l:;0!;t aiu! follow up* 

A* Individual ^ out;Sfl * »4 

a* Talk with the person who sont the referral 
atid gather iron otherh all pertinent infor- 
!:»at ion* 

: ♦ OV serve the stuiiont* 
* (lal I the j^tudent in* 

I* ihi acquaititod, if first contact* 

f» Gain rapport* 

I * Let the student know why and if there is a 
need tor having to take. corrective action* 

ii* Ho open*tntndc<i* 

h* Bo a good Vistcner* 

Encourage the* student to take part* 

(1) Talk about himself* 

(2) State his problem, if he has one* 
O) Does he want to inprove? 

(4) How does He think he can improve? 

j# Consider the student statemwts. 

k* Reflect and clarify that students feelings 

and attitudes* 
I* Help the student think about short term and 

long term goals and how he can accomplish 

the goals* 

m* Be sure to understand what the student is 
trying to say* 






ru ^Studenc atcUudt's are changed very little, 
by adviso, persuasion, or threats. Their 
attitudes appear to change nost effectively 
in tht- prt-setice ot other attitudes and feel- 
ings throu^}: the use of positive approaches. 

o. Help studont accept parents-community back- 
ground yet realize his own future potential* 

Crisis counsvliiu is an imnicdiate on-the-spot 
counseling responsibility* This type of coun- 
seling :T>ay take place with the child who is 
upsi't anv*. ask ink: for helpj or it may take place 
wuiii tho criil(5 is ^^nt to the counselor for 
i;!rivdiaLv help. This type of counseling should 
I'o '-anir.il, if a strong piH^ver.tat ive counseling 
pro<rur is tarriod out. 

t. Pr^wntativr counst 1 in^w; is carried out through 
cho cooporatio?) oi total staff and students, 

t, S!:!aU groups with tojnnion problems/ interests 

a, Po^.si' K- topics for discussion: 

(1) Utvniss 

(-) kunuiu^ dVav 

( 0 Steal in^; 

(^) I>i:>ruptivt> clasr.room or dorm behavior 

( *>) Ot 1 t'nsive language 

(f>) Loneliness 

O) Student rights and responsibilities 

(a> VaxKialism or destructive acts 
Physical or Ttontal handicaps 

(1U> Gluo sniffing, drugs, alcohol, VD 

(11) AcadcRiic achievement 

(12) Career Education 

(13) Health habits " 

(14) ^Contributions of Indians to society 
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(15) Discovering oneself 

(16) Consumor knowledge 

(1?) Wiso managen^ent of time and/or money 

(IH) Overcoming handicaps 

(IQ) Grooming 

(20) Manners 

(21) Decision making , 

(22) Hon-sty 

(2 0 Taking responsibility 

(24) Being a leader and a follower 

(25) Getting along with others 

( 26) Sportsmanship 

(27) Human Sexuality 

(28) Human relations 
(2^0 Moral ohl igations 



Methods which might be usedt 

(1) Films, filmstrips, slides 

(2) Role play^ mock activities 
O) Puppets 

(4) Draw and tell 

(5) Games 

(ti) Group discussion 

(7) Story telling 

(8) Resource people 

(9) Taking actual adult roles and respons- 
ibilities 

<10) Decision-making practice 

Topics of interest 

a# Students express interest in talking about 
certain subjects such as family life^ social 
relations, health, safety, drugs, alcohol, 
careers, achievetnents, etc* 

Formal instruction 

a* Guidance lessons — 



(1) Make lesson^^lans 



(2) Give lessons 

(3) Follow up 



Methods for guidance lessons might be: 



(1) Group discussions 

(2) Films^ books, magazines 

(3) Demonstrations 

(4) Field trips 

(5) Chalk, flanndl or bulletin board 



presentations* 
(6) Guest speakers 



C* Psychometric s and other data-gathering instruments 
and techniques* 

!♦ Personal inventory sheet 

2* Autobiography 

3* Sentence completion data 

4. House, tree, person data . 
Personal, interview 

6* Formal and informal observations 

7* Interest inventories 

8^* Sociometric devices 
Study habit inventories 
'lO^ Grapho-analysis 
11 • Non-verbal clues 
12* Special education' • PL 94-142 

D# General Counseling Activities >r 

!• Provide activities for. children* 

2* Provide career movie^s and story films* 

3* Draw, and tell a story from the picture* 

4*^ Provide a"^ setting In which prilSWry children can 

be observed • 
5* Organize activities which stress cooperation 

and consideration* 

. i^* t'e^lnforcement activities related to 

developing concepts of time and money* 
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— 7* Orgatiizc small groxjp sessions irtth the Intent 
of identifying exceptional behavior and re« 
iatorcing good behavior • 
8* Strive Cor parental and cotnmunity involvement 

to encourage children. 
^* Visit the children who are sick* 
VK Emphasize trust in relationships* 
11 ♦ Provide general counseling activities with many 
opportunities for children to improve their 
ability to conamunicate in English* 

CdnsuHcit ivv' Resources and Services 

1. tUH* PulUc Health Service (Area^ Agency, Local) 
2* Rvsource people in Area and Agency offices 
,U Resource pi^ople in- immediate vicinity 

Scliool nurse 

State service ^agciic ICS 

Agoncv probation ofticer ^ 
7* Alcohol /narcotics program officers^ 

Agency Social Services ^ 

Liaison Officer in schools 
10» Police organizations (Nava jo/State/City/Feder^l) 
11 # Parents 

12* Departments of Special Education 

Community Development Workers (Tribe) 

Become involved with stude^nt organizations and 

activities %^ _ 

Career Counseling * - 

"^oi U Field trips to-places of employment which . 

^ students would like to visit* 

2* J'ork programs: Set up an after school and week** 
end job placement jprogram so that students may 
,earn money and gain work experience* 
Counseling 

a.^ One-to*one and group counseling 

H. Interest- and aptitude surveys 

c* Future plans and ji>bs he would like to 

know more about 
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4» Audio-Visual .Media 

a. Show tilrns/sUdes/filmstrips 

S. Gather vocational information and have 

availaLU- for student use, 
<•-. Rc'ad stories and have books for reading 
on various occupations. 

Testing ot students to determine interests and 
aptitui.es ^nd provide loUow.up experiences. 

6, Resources 

a. Work on placement of students in appro- 
priate school programs. 
Set up programs for students to visit 
prospective schools. 

^ . Advise students when infonaation is re- 
quested. 

Records are an important part of the counseling 
process. « 

1. Rrasons for documentation are: 
a. Keeping others informed 
h. Evaluate progress of student 

c. For the record — to be used by others in 
attempting to help the client. 

d. Due Process 

e. Management accountability & disclosure In 
compliance with 25 CFR 36. 

Some major types of documentation ares 

a. Counseling records 

b. Incident reports 

c. Transcripts 

d. PL <3>*4-142 required documentation 

e. Cumulative folders 

f. Test results 
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3, Information gathering 

a. Observation - Watch the student and observe 
hi^/her bfjhavior during counseling session: 

(1) Mannerisms - Fidgets^ nervous, etTc. 

(2) Attitude • How the student responds to 
thi^ counselor and the problem being 
discussed* 

(O Enotions - Does he sl>ow his emotions or 

does he keep them inside. , What type of 

r:\ood is he in? 
(V) Client Participation • Does the client 

respond to questions and does he express 

hin.self freely? « 
()) Personal Appearance - Observe his dress 

and personal k>roorunkc* 

lnciac:it Rt--porc - A written report or statement 
Kv tho client answering the questions of what, 
who, where ^ when and why* Students should be 
oucourai^ed to vnrite as neatly and legibly as 
passi'Uo. 
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Hdckjiround inf omiation - observation records, 
reports fro:: other personal (written or verbal), 
inforniation fron-. other students, and family 
rt'cord shoot* 

6. Confidentiality and security of records tmist be 
maintained in compliance with 25 CFR 36, Privacy 
Act and Buck I v acjcndment. 

U. Placensent of Students 
1, Career/ Vocational 

a. Over-age students arc placed in appropriate 
programs 

b. Educationally limited students are placed in 
job areas on State, Tribal or Federal programs 
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2. AcadiTtic - High School * 

a. Place eraduattn^ oi^hth graders in hi^^h 
school or vocationiil programs. 
Arraaijo transfers foi students as noedod. 

c. Rcviov prorx>ti>n/rotvntion procedures. 

^ . Oropouts 

a. Rvtvr students to GED proprar.s " 

b. Refer students lor errsploN-rn^nt 

c. Place hi^h 'icl-.ool age children back in 
available school programs. 

d. Make hor.e visits to encourage elonentary 
children to rer.ain in school. 

J>Pfcidl Education 

1. Servo as a r.eir.Ker of the lEP committee. 

3. Provide counseling for staff and students con. 

cerning handicapped children. 
U Prepare needed case histories and maintain 

records for placement. 
A. Prepare applications for programs pffe*-ing 

special pro grants. • 

3. Refer students to social services, vocational 
training, etc. 

6. Providi assessnent information as needed. 
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KxcojU io nal Children * 



Most dortnitorios have studonts in them which have 
been identified as *'eKeopt lonal children*^ Many 
tU' these children l;ave always been in the dormi-* 
todies hut were not identified as needing special 
educational services* Some of the st idents are 
mental K% emot ionai Iv, sociall>s or physically 
handicapped* Others are exceptional achievers and 
posses outstanding talents* Some students qualify 
for '^special education^* programs ^ others don't* 
Guidance staff memhers should he aware of students 
with special talents and those with special 
problems. Whi*n possible, guidance staff members 
should bt* included on IKP (Individual Education 
rian) committees which consider appropriate place^ 
ment for the student so that individual and special 
needs can be met* Students are placed in special 
educatit)n programs academic and residential 
only after a professional diagnosis is made and 
an lEP committee has met and made recoimnendations 
to assist the child. Guidance staff members 
should not label exceptional children^ and 
information regarding their exceptionality should 
be treated with confidentiality* 

Since various interpretations and misunderstandings 
appear to exist in relation to special education^ 
characteristics of exceptional pupils and tupes 
of classes to be considered for implementation In 
Navajo Area Schools follows 

A* Educable Mentally Retarded ♦ 

The general objectives of the curriculum for 
the educable mentally retarded are: (1) being 



able to get aUmg with their fallow man (2) 
learning to participate In work for the 
purpose of earning their own living, (3) devel- 
oping emotional security and independence, (4) 
developing habits of health and sanitation. 
(5) learning the minimum e.ssontials of the tool 
subjects, (6) learning to occupy themselves in 
wholesome leisure time. 

Trji inahle Mentally Retarded . 

The general objectives of the curriculum for 
the trainable mentally retarded are: (1) to 
teach skills necessary for everyday encounters, 
{^) ^> develop social adjustment in the home 
and neii>hborhood, and (3) to develop economic 
usefulness in the home or in a sheltered 
enviroiiiaent , 

Hard-of-U-earintt > 

The hard-of-hearing children are those In 
whom the sense of hearing is defective, but 
can function with or without a hearing ald» 

Speech Handicapped Children . 

Speech defects are found in all types of 
children; that Is, the gifted, the handicapped, 
and the normal or average child. Cerebral 
palsied, deaf, hard-of -hearing, and mentally 
retarded children are most frequently found 
to have associated speech difficulties. The 
speech handicapped child is educated in the 
regular classroom. Speech therapy can be 
given Individually, as a group, or In a 
combination of both* 
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E. U rthoiKHiit 'irid Spovial Health rroblems ^ 

Thf vhiUrtjn in this »atog<»ry have greater 
personal and sooi.*! ad |u«tTOents to iHxike than 
average children. Thev need to experience 
atu-vtion, recognition* self-realization, 
and security; and to learn to cope with 
frustration. Their needs often require 
special facilities, equipment, transportativm, 
and individualized instruction. 

I"' • i' h*' Visually Handicapped . 

rhildren with visual handicaps arv divided 
into twv> cate^v^rics» the partially sighted 
and the h 1 i ad . 

t;. T he Emotionally Disturbed and Sooially 
Mal adjusted . 

The emotionally disturbed arc those children 
who suffer from inner tensions, anxiety, 
neurotic ism, agressiveness, withdrawing 
tendencies ot other persistent behavior 
problems. The behavior of these children 
m;»y be inappropriate to t\w. point that it 
is both distracting and disruptive to the 
rest of the dormitory. 

H. Learnin g Dlsabi ! ity . 

(hildren with learning disabilities have a 
delayed development in one or more of the 
pro«-esses of speech, language, reading, 
writing, arithmetic, or other school subjects 
resulting from a psychological handicap caused 
bv a possible cerebral dysfunction and/or 
emotional or behavioral disturbance. 



ERIC 



It is not the result of mental retardation* 
sensory deprivation^ or cultural or instruc* 
tlonal factors* 

I* CUfted . 

A gifted student possesseH a superior ability 
to de*-i. with factSt ideas » or relationships* 
whether this ability comes from a high IQ or 
a loss well-'def ined creative ability* 

J* Multiple Handicaps . 

There are other types of handicapping 
conditions which make modification of school 
practices necessary* Most of these are soik 
type of health problem, and in many instances 
multiple handicaps* In all of these situations 
educational and residential adaptations have 
to be made for the maximum development of 
children* 
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Every n^udcnt will have access to a feasible 
student codt designed toprovidc common direction 
in student conduct as cvutUntn} in 25 CFR 35. 

A. Tho oode shou/d dt-tinv the student rights and 
res pons i h iXJa. i e s . 

B. The document will define major/rainoj offenses, 
their consequences, and de«5cr ibe th*? required 
due process to be followed in processing 
student disciplinary actions. 

The general school rules pertaining to policy 
and procedures will he provided. 

The (Guidance staff is expected to provide 
organized lessons and instructions, planned 
cooperatively wich school administration, to 
assist student in assuming their responsibil- 
ities and protecting the rights of all persons 
in the school. 

K. In-service training will be provided for the 
staff to assist them with student* behavior and 
to orient them with the contents and implemen- 
tation of the code. 

F. The guidance staff is further expected to 

counsel students in a meaningful vray to change 
behavior pattecs to meet acceptable stJtndards 
(rules) set by the dormitory and the school. 
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Suggested Activities 

J 

TTraw pictures and tell about things he/she 
likes to do. 

List things students ran lo if they have an 
upset feeling or a problem. 

Discuss students' strengths and weaknesses. 

Draw pictures of what he/she would like to 
be when he/she grows up. (He/she may discuss 
what he/^he learns at different levels. 

Make a mural about how he/she helps at home 
or at schvH)! , 

:»iscus.i with his/her counselor mistakes made 
by everyone' but how one may learn by these 
mistakes. 

Select a school problem, such as student 
details and work out several solutions. 

EngaKC in a discussion with a counselor In 
whom he/she can confide about a serious 
problem. 

Engage in discussing things which adults are 
afraid of: illness, snakes, etc. (The student 
can discuss with the counselor why adults 
fear t!iesc»). 

Draw pictures or write about things he/she 
loves, things he/she hates, things he/she Is 
afraid of, and how he/she feels when hurt or 
angrv. 
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18. 
19. 
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Participate in club activities^ such as master 
of ceromonies* student council^ Indian club, 
arts ami crafts^ photography, rodeo, scouts, 
A-H, and t>thors* 

Become invi^lved In a sturv-time hour on 
famous* personalities; make a frieze on present 
important leaders or scrap hook on significant 
social cimtr ihut ions. 

Suggest the activities he/she wishes to play 
from a variety of choices* 

Kngage in activities that demonstrate decisions 
making prore<^ses; e*g,, student council^ house 
council, student assignments to committees, 
stu<iv*nt work progrvims* 

Have a career day and invite resource people* 

Kxplain situations where avoidance of decision 
making results in chaos, misunderstanding, no 
end results* 

Participate in any of a number of schools- 
planned activities such as sewing, cooking, 
weaving, ceramics^ where care of property is 
important* 

Participate in activitieci where acceptable and 
unacceptable behavior is in evidence such as 
school dances, school plays, Christmas and 
other special programs* 

Participate in activities that demonstrate 
proper care of property. 
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20. Participate in a activity that relates to 
experiences with actual responsibilities such 
as banking activities, school paper, student 
enterprises, student government, and campus 
cleanup. 

21. Set up a suggestion box. 

22. Make a picture on "What I can do to help 
someone'*. 

21. Draw a picture of special activities enjoyed 
by friends. 

2A. Participate in a sociodrama on ways one can 
make friends. 

25. List things they like about themselves and 
critique these qualities. 

26. Dramatize through a sociodrama; thought fulness, 
accepting one*s abilities, self-control, rude- 
ness, good manners, not sharing. Discuss how 
each makes you feel inside. 

27. Engage in a role playing activity on how to* 
introduce and greet people. 

28. Engage In a discussion with schoolmates on 
"What can be done to make the school a better 
place in which to live". 

29. Discuss how he/she feels after a role playing 
activity showing a noisy situation and a 
quiet situation. 
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Have parties where social graces and good 
manners are practiced . 

Discuss how he/she feels in a fearful or 
dangerous situation. 

Discuss with his/her friends and counselor how 
he/she feels in a situation where he/she has 
lost or won. 

View and evaluate films on social and emotional 
development. 

Discuss with classmates and counselor (1) how 
he/she feels when he/she has plenty of rest 
and (2) the different types of resting such as 
relaxing, sleeping, and change of activities* 

Take part in a grooming session with the 
counselor on hair, clothes, cleanliness and 
improving looks. 

♦ 

List basic qualities found in people who get " 
along well with others. 

Discuss cotnmon emotions, acts of kindness, 
laying and working cooperately. 

Formulate and study a unit on sound physical 
& mental health and participate in both 
organized school sports and leisure time 
activities. 

Have students write articles on: "I aia a 
Navajo". *'I am an American", etc* 
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Share stories on his/her own home life* 



41, Discuss what made great leaders especially 
during election days. Tribal Leaders Day* 
Parents Day* 

42* Discuss with his/her counselor, what will he/ 
she do when he/she becomes an adult, 

43, Experience how other people live by making 
field trips to places outside reservation* 

44- See films abotit other cultures and discuss such 
things as food and traditional dress. 

45* Talk about different conmiunity workers choose 
a type of work in which he/she is interested 
and about which he/she would like to learn* 

46, Survey career interests and encourage students 
to display career education bulletin boards* 

47* View, and evaluate films about job clusters* 

48» Writing articles for the school paper* 

49* Have student act as an interpreter in various 
community activities such as pow-wow and 
parents day* 

50* Learn about time setting and keeping through 
appointments « 

51* Discuss with his/her counselor the wise use 
of planning an<^ budgeting his/her time. 
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52* Discuss with others and his/her counselor the 
wise use of money. 

53* Involve his/her parents with the counselor in 
the .solution of some of his/her problems* 

5A* Act as a liaison between the school and home in 
counseling younger brothers and sisters* 

55* Act as a resource person for students and 
parents* 

56. Set up an organized student record system in 
a centralized location* 

57, Coordinate health services by making referrals 
for students needing help* 

58* Discuss constructive use of leisure times* 

59* Prepare transcript and case histories, etc*» 

as needed to help students In need of referral* 

60* Counsel with students about high school 

opportunities and help complete required forms* 

61* Help with registration, orientation, and enroll- 
ment as requested, 

62* Help students with academic problems concerning 
i;rades4 

63* Teach group guidance lessons on student rights 
and responsibilities and school regulations* 
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64* Counsel with students on due process procedures* 

65. Work with handicapped students in counseling 
concerning adjustment nroblems with classroom^ 
dormitorv and peer relationships* 

66* Present guidance lessons on student accepted 
coed activities. 

67* Work with community members to encourage 

parents of handicapped children to participate 
in available educational progrvams* 

68. Kncourage students to use English in their 
every day conversations. 

69* Organize student recognition activities such 
as banquets » awards assemblies^ verbal praise » 
and student of the month. 

70. Encourage students to participate in voting 
and other election activities* 

71* Organize and encourage students to participate 
in special talent activities such as arts and 
crafts fairs> talent shows, school plays^ 
music programs and others* 
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Evaluation Elements 



Periodic evaluations are necessary for the main-^ 
tvn»mce i>f a successful program* The following 
t»lements should be considered in developing an 
evaluative instrument to be used in judging the 
et feci iveness of the Guidance Program* 

S t a I f Cons i do ra t i on s : 

Tours i)f Duty 

\)i i nn i t ory / Ac t i v i t y Coverage 
Appropriate Work Assignments 
Wt^rking Relationships 

Co\irdinat ion of Activities 

<:ooperat ion - given received 
t\^mmuni cat ions 

Staff Meetings - agenda/minutes necessary 

Memoranda 

Counselling/Discussions 
Availability of supplies and materials 
Training needs of the staff 
Resourct*s avai lahle/ut 11 l2ed 

!\^pics covered 

IVrson^i local - Outside 

Media 



Dormitorv Operations: 




Living Conditions (50 sq» ft.) 

One-"bod for each \rh lid 

l*r ivacv 

Deot^rat ions 

Linen 

Sleepwear 

C'liUhing needs of students 
Laundrv f ac i 1 1 1 ies 
Commercial laundry services 
HathrooiJi facilities 
Showers 75 



Mtni i ca i: i on Area 
Medicine Cnbinets (locked) 
Clearliness of Dorm 
Temr - 1 . a are o f Do rm 
Condilit>n of Dorm 
Ventilation in Dorm 
IVrnonal Hvgiene 
(^rooming Supplies 

Required Repi^rts: 

Rol I Cal 1 Attendance 

Inventory 

Fire Drill 

Accident (DNU:4) 

Damage Control 

Incident Reports 

Laundry (\mnt 

Banking Procedures 

Check Out 

Nodical 

Log 

T & A's 
Requislt ions 
Work riders 

... submitted 

}ate work is accomplished 

Student Activitt^ts: 

Recreation 
School Bank 

Student Coverndient/Leadership 

Clubs/Organizatlons 

Intra-mural sports 

Games and social activities 

Student Enterprises /canteen 

Arts and Crafts 
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Guidance Instruction: 

Health topics 
Personal care 
Social behavior 
Manners 
School rules 
Safety 

Dormitory living 
Other Guidance topics 
Student Rights & Responsibiliti 
Culture (Navajo & other) 

Coun.^elling: 

Referral system 
Activities 
Instructions 
Testing 

Academic acnievement 

Psychological 
Group 
Individual 
Student appraisals 

Case study 

Case summary 

Case history 
Behavior/attitude 

Home 

A« ^demlc 
Residential 
Counselling students 
Individual (one-to-one) 
Group 

Documentation (records) 
Career Education 
Topics 
Activities 
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" Resources 
Topics 

P^ersons - local - outside 
Media 
Records 

Regulations CFR par 36 

Student Rights » Responsibilities and Records 

ilode of Federal Regulations Parts 35 & 36 

(:t>de of Conduct 

Du^ Process 

Schoo 1 Ru 1 es (wr i 1 1 en^ 

Consequences nf misconduct (written) 

Rec -srds 

' I . Apprt>pr iateness 

2. Adequacy 

i. Accuracy 
(Confident lal ity 
Access to Records 
Transfer of Records 
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